Public Access Changes

A2 ATTORNEY USERS

A2.1 New Password Requirements

CM/ECF now requires users to create more secure passwords. Passwords must be at least eight
characters long and include both uppercase and lowercase alphabetic characters and at least one digit or

special character (for example, 0-9, @, #, $, %, &, *, +).

After logging in with your current password, a pop-up message will instruct you to change your password.

Figure A2.1. Pop-up Message Instructing User to Change Password

utilities - Search

crimipal - Reports - Logeut

.5, District Comrt
Admimisteative Office of the US Courts (tddid)
Official Court Electronde Document Filing System

Thas message i contained m the G OperabontTotice bim
Yo may use thie fle to alert wsers to current CWM/ECF cperational meues

INew documents that were added and then sealed prior to 371309 mav not be accessible for viewing

The requirements for CAIECF passwords have changed

thord frmimal activi idd e anded to the
anansilioriand o crinsiool acteltr wi fare o P Tyseta passwond that meers the new standards, please click here

This fucility is for Cfficial Court Business anly. Activig to an to Faderad Rule of Civil Procedure 11, Evidence of

and go to the More wser imforsmetion soresn,

electionic filing svstem. The most vecent version of the Adobe FDF veader can be obtained by selecring the POF Sertings oprion listed below

PDIF Settings
[L st login: 01-16-2010 14:03

= I lan e 20 h

[Welcome to the U5, Disnict Cowt for the Administrative Off age is for nse by artomeys al fines participatng in the

A2.1 PDF/A

PDF/A is a standard format that allows for the long-term archiving of electronic documents with the
assurance that the documents will be accessible in the future. In the future, courts will accept only PDF/A
documents when filing in CM/ECF. Unless the court requires PDF/A documents, CM/ECF will accept

both PDF and PDF/A documents.

A2.1.1 Transitioning from PDF to PDF/A

When a court decides to begin requiring documents to be PDF/A compliant, users will need to modify

certain settings in the program(s) used to create and view PDFs, as outlined below.

A2.1.1.1 Creating a PDF/A with Microsoft Word

1) To create a PDF/A directly from MS Word, the user must update the PDF conversion settings.

In Word 2007, click on Preferences in the Acrobat menu in the ribbon:

—d/ Home Insert Page Layout References Mailings Review View Menus Acrobat
(== ISy = =

Create Preferences Create and Mail Create and Send  Acrobat
PDF Attach to Email Merge For Review  Comments

Create Adobe PDF Create and Email Review And Comment
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In older versions of Word, go to Adobe PDF = Change Conversion Settings to access the

PDFMaker window.
2) In the PDFMaker window, click the Create PDF/A-1a:2005 compliant file checkbox, then click
OK.
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A2.1.1.2 Creating a PDF/A with Corel WordPerfect X4

Note: Older versions of WordPerfect do not include PDF/A in the Compatibility options.

1) To create a PDF/A directly from WordPerfect X4, click on File > Publish to PDF, then click

Settings.
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2)

In the Publish to PDF Settings window, select PDF/A-1a from the Compatibility dropdown, then

click OK.
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A2.1.1.3 Creating a PDF/A from Scanned Documents using Adobe

Note: Check your scanner manual to determine whether your scanner permits saving as PDF/A. If it
does, follow the manufacturer’s instructions to update the setting and disregard the steps below.

1)

If the scanner is connected directly to the user’'s computer, go to File > Create PDF > From
Scanner - Configure Presets. (If the scanner is not directly connected, go to Step 3, below).
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2) Inthe PDFMaker window, select the device and click the Make PDF/A compliant checkbox,
then click OK.
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3) If the scanner is connected remotely via the user’s network, scan the document as normal,
creating a PDF. Then open the PDF in Adobe Acrobat 9 Professional and go to Advanced -
Preflight > PDF/A Compliance to convert the PDF to PDF/A.
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A2.1.1.4 Using Hyperlinks in PDF/A Documents

To access hyperlinks in a PDF/A document, in Adobe Acrobat/Reader, go to Edit > Preferences >
Documents, and select Never in the PDF/A View Mode dropdown list.
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A2.2 Logging Out of CM/ECF

When you click Logout from the main blue menu bar, the following pop-up message will appear:

The page at https://ech.tddd.td.oca.ao.dcn says: x|

Althaugh wou have logged aut Fram CMECFE, daka remains in the browser's memory {and might be
=, available to someone else using vour PC). Please close wour browser now ko clear this data.
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